Instructions for Viewing the Laptop Cart Calendars

Open Outlook

e Click on the Tools menu > Email accounts
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e Click Next

E-mail Accounts

&

This wizard will allow you to change the e-mail
accounts and directories that Outlook uses.

E-mail

) Add a new e-mail account:

(&) View or change existing e-mail accounts
Directory

() Add a new directory or address book

g ) View or change existing directories or address books

e Click Change

E-mail Accounts

E-mail Accounts
You can select an account and change its settings o remove it.

Outlook processes e-mail for these accounts in the following order:
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Deliver new e-mail to the following location:
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e Click More Settings
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Exchange Server Settings
You can enter the required information to connect to your Exchange server.

Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator,

Microsoft Exchange Server: | HMWEXMBO0S5.AD.HISD.ORG
[Juse Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: |Thurman, Drew W

More Settings ...

e Click on the Advanced tab
> k . Eori :
Microsoft Exchange Server

General | Advanced || Security || Connection || Remote Mail|

Exchange Accoun

Type the name by which
this account. For example: "Wol
Exchange Server”,

Microsoft Exchange Server

When starting

(&) Automatically detect connection state
() Manually control connection state

30 | Seconds Until Server Connection Timeout

o plick the Add button
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General | Advanced | Security || Connection || Remaote Mail |

Mailboxes
Cpen these additional maiboxes:

Cached Exchange Mode Settings
[use Cached Exchangs Mode

e Type “LANIEM” in the Add Mailbox dialogue box and click OK.
Add Mailbox

Add mailbax:
LANIEM|

[ Ok Cancel




Click OK again

glick Next

‘E-mail Accounts

Exchange Server Settings
‘You can enter the required information to connect to vour Exchange server,

Type the name of your Microsoft Exchange Server computer. For information, see your
system administrator.

Microsoft Exchange Server: |HMWEXMEDS5.AD.HISD.ORG
[ Use Cached Exchange Mode

Type the name of the mailbox set up for you by your administrator, The mailbox name
is usually your user name,

User Name: |Thurman, Drew W

More Settings ...
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Click Finish
Click on your Calendars list, then click on “Open a Shared Calendar.”
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In the Open a Shared Calendar dialogue box, type “LANIEM”
Open a Shared Calendar

I QK l[ Cancel ]

Click OK
Close and reopen Outlook.



e Click on Calendar
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e You should see a number of new calendars in your My Calendars list; among
them will be Lear Laptop Cart and Macbeth Laptop Cart.
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e Call or e-mail if you have trouble.




